Approved For Release 2002/05/01 : CIA-RDP82-00357R000800100017-9

DIGEST OF A POLICY STATEMENT ON EXECUTIVE DEVELOPMENT

(Submitted to the CSC to Meet Reporting Requirements in
the Guidelines for Executive Development in the Federal Service)

Basic Considerations in a Personal Developmental Program

It may be conceded that cream rises to the top and so do people of
recognized superior ability. There is no assurance, however, that ran-
dom exposure of employees to training courses and assignments will pro-
duce the best qualified and seasoned candidates for the more senior
positions. Moreover, conclusions sbout the potential of specific indi-
viduals must be constantly re-examined as they move up in the hierarchy.

The Agency should guard against development for development sake,
arousing personal expectancies that cannot be met. It should simults-
neously move on two fronts: develop the more gifted for higher posi-
tions of managerial responsibility and develop people in the skills they
will need in their current positions or in jobs of higher responsibility
below the executive level.

Specific developmental actions in individual cases should fit organ-

izational needs, as seen by Deputy Directors and career service offi-
cials,

Executive and Pre-Executive Development

Executive development is a dual brocess: planning the improvement
of individuals who have already become executives (supergrades in the
Federal Govermment) and developing designated mid-officers and senior
officers who have the potential to be executives,

Executives can materially benefit from formsl internal and external
training experiences, but their utilization and development chiefly de-
Pend upon periodic reviews of their effectiveness. Uninterrupted tenure
of executives for years in one Job or place can be counterproductive,
despite the expertise gained on the Job. The practice frequently observed
in the business world of annually examining the status, current usage
and prospective usefulness of each individual could be applied productively
within the Agency.

Central to an effective program of executive development is the
identification and personsal development of well-qualified mid-career and
senior officers in the Grades GS 13-15. Many promising employees at
these grade levels have spent most of their careers acquiring substantive
expertise. More often than not, they have experienced over the years a
number of assignments and training courses; but their past preoccupation

Approved For Release 2002/05/01 : CIA-RDP82-00357R000800100017-9



Approved For Release 2002/05/01 : CIA-RDP82-00357R000800100017-9

with substance causes the mid-career stage to be a critical time for them
to obtain a fairly comprehensive view of managerial skills and principles.
Since instruction and experiential learning in the informational, mana-
gerial and behavioral sciences are among OTR's capabilities, formal training
is a valuable resource at this time in their development. Closer linkage

of training and personal development, therefore, becomes a key element in
future Agency planning.

Career Services to Implement Individual Development

The Agency has several functional career services formally consti-
tuted to competitively review all employees under their jurisdiction with
respect to promotions, assignments and developmental opportunities. These
units are directly responsible to a career service head who is also a senior
operating official, and career service heads are directly responsible to a
Deputy Director of the Agency. Career service boards and panels, comprised
of Agency executives and operating officials, make the competitive reviews
and decisions alluded to, and supportive personnel -- career management
officers, personnel officials, training officers and other supportive or
staff personnel -- are designated to help boards and panels; meet regularly
with careerists to discuss their personnel needs and interests; and to imple-
ment specific decisions or actions of the career service boards and panels.

The Agency will rely upon the career services to periodically evaluate
the potential of careerists within their jurisdictions for executive posi-
tions and to specify individualized developmental training and assignments
for those concerned. We are confident that this process of individualized
review and planning can better achieve the purposes of the Agency and the
Federal Guidelines than the development of individual career plans in a
form or document. (In earlier years, the Agency extensively experimented
with elaborate individual career plans and found them to be largely un-
successful. )

The career service heads and members of the career service boards and
panels are links between supervisors and the Agency's top executives., This
linkage of line officers -- supervisors, career service officials, Deputy
Directors, Executive Director-Comptroller and the Director -- will be an
important factor in insuring the uniform and responsible implementation of
policies decided upon by the EMRB (consisting of the Executive Director-
Comptroller and Deputy Directors).

Systematic Agency-wide Efforts for Identifying Executive
Candidates; Individual Personal Development; and
Use of Training Resources

To accomplish the essentials of an improved developmental program and
to achieve the principal features of the Federal Guidelines for Executive
Development, the Agency needs to systematically engage in the individual
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planning of developmental training and assignments for employees with
executive potential,

Specific developmental programs of the career services should be
tailored to their individual needs and problems, but certain common ap-
proaches and criteria should be observed by all in order to assure the
success of the developmental effort and to achieve Agency-wide objectives.
Each career service should project the amount of upward movement in the
future and examine the capability of promising careerists to f£ill positions
of responsibility in Grades GS-15 and above. Thereafter, each carecer serv-
ice should establish specific training, assignments and other planned
developmental activities for each careerist identified for executive de-
velopment. 1In identifying assignments and training, effort should be made
to fill observable gaps in the career experience of individual employees
and to determine means of overcoming relative weaknesses in the skills and
abilities of otherwise well-qualified employees with executive potential.
Each career service should be encouraged to establish general norms or
guidelines covering the preferred kinds of training and assignments that
would be most beneficial in furthering the development of executive can-
didates.
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CAREER SERVICE MODEL FOR DEVELOPMENT OF PERSONNEL GENERALISTS IN SP SERVICE
(APPLICABLE TO PROFESSIONALS WITH POTENTIAL FOR DEVELOPMENT)

GENERAL NORMS (For GUIDANCE ONLY)

1.

2.

ACADEMIC BACKGROUND

CT OR COLLEGE GRADUATE (OR EXPERIENCE EQUIVALENTS)
MAJOR IN ADMIN., MGT., OR SOCIAL SCIENCES

TRAINING

A, OTR

1. CORE CoOURSES
2. TRENDS AND HIGHLIGHTS
3. ADP ORIENTATION

B. ExTernaL (FOR SELECTED EMPLOYEES)
1. PERSONNEL MGT. (E.G., POSITION CLASSIFICATION; EMPLOYEE RELATIONS}; ORGANIZATIONAL
DEVELOPMENT; PSYCHOLOGY; BEHAVIORAL THEORY; SYSTEMS ANALYSIS; STATISTICS
2. TOPICAL OR TECHNICAL TRAINING IN SPECIALIZED PERSONNEL SUBJECTS (E.G., AMA
SEMINARS)

C. WMWiTHIN OP

1. ATTENDANCE OF PERSONNEL CAREERISTS AT OP ORIENTATION BRIEFINGS; MONTHLY MEETINGS
oF SP SKiLLs DEVELOPMENT PROGRAM
2. PARTICIPATION OF NEW PROFESSIONAL CAREERISTS IN OP ON-THE-JOB TRAINING PROGRAM

DESIRED AGE LEVEL PROGRESSION

ASSIGNMENT OR READINESS FOR ASSIGNMENT BY AGE 40-45 To OP KEY PoSITION (OR APPROXIMATE
EQU I VALENT)

NORMAL._JOB PROGRESSION

A, IniTiaL {1ST THREE YEARS OF ENTRY IN SP CAREER SERVICE)
ONE- OR TWO-YEAR ASSIGNMENTS, AS PRACTICABLE, IN OP cenNTRAL uniTs (E.ac., PMCD, SPD,
CD ano BSD)

B. Mib-ProrEssioNAL (BETWEEN 3 anND 15 YEARS FROM ENTRY IN SP CAREER SERVICE)

1. THREE OR MORE ASSiGNMENTS TO SPECIALIST JOBS IN CENTRAL OP OR GENERAL IST PERSONNEL
JOBS IN COMPONENTS DURING NEXT 3-15 YEARS. {SP ASSIGNMENT OBJECTIVE: 3 YEAR TOURS
INSIDE AND OUTSIDE CENTRAL OP WITH ONE OR TWO EXTENSIONS OF ONE YEAR CONS1DERED
UPON REQUEST.)

2. ASSIGNMENT TO A COMPONENT BY END OF 6TH YEAR UNLESS EMPLOYEE IS EXPECTED BY SP
CAREER SERVICE TO INDEFINITELY CONTINUE IN FUTURE AS TECHNICAL OR FUNCTIONAL
SPECIALIST IN CENTRAL OP.

3. BY THE END OF 14TH YEAR, EMPLOYEE HAS SERVED 2 OR MORE YEARS IN A STAFF OR ADVISORY
CAPACITY; IN A PLANNING OR RESEARCH POSITION; OR IN A POSITION REQUIRING CONSIDER-
ABLE TIME TO BE SPENT IN SUCH ACTIVITIES.

STRONG EVALUATION IN FOLLOWING PERSONAL SKILLS AND ATTRIBUTES

RESPONSIVENESS IN SUPPORTIVE ROLE TO GETTING THINGS DONE

AGencY OFFICIALS THOROUGHGO I NG
EFFECTIVENESS IN PERSONAL DEALINGS WRITING ABILITY
IMAGINATION AND ORIGINALITY VERBAL EFFECTI!VENESS
SELF RELIANCE PLEASING PERSONALITY
DR VE
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DATE
DEVELOPMENTAL GAP SHEET (SP CAREER SERVICE)
. GENERAL
1. Name 2. GRADE 3. OFFICE 4. Ace 5. YEARS IN 6. LasT FR
PRESENT JoB EvaL.
7. PosiTIoON 8. NAME OF SUPERVISOR

il. ACADEMIC BACKGROUND

9. COLLEGE 10. COLLEGE MAJORS
CoLLEGE DEGREE O PERSONNEL ADMINISTRATION 0
CoLLEGE - NO DEGREE ] PuBLiCc OR BUSINESS ADMIN. OR MaT. 0
No COLLEGE 0 SociaL ScieNce(s) 0
OTHER id

(Fice IN)

l1l. JOB PROGRESSION TO DATE

11. INDICATE REMAINING JOB EXPERIENCES IN CENTRAL OP, EMPLOYEE SHOULD ACQUIRE.* (COMPLETE FOR AN
EMPLOYEE WITH MORE THAN 3 YEARS SERVICE IN AGENCY, IF APPLICABLE IN HIS CASE.)

12. JOB EXPERIENCE NORMS FOR PROFESSIONALS (3-15 YEaRs AS SP CAREERIST)

CompLeTen | |F NOT COMPLETED, EXPLAIN, IF KNOWN, AND
NORM INDICATE IF SOME OR ALL OF NORMS STILL NEEDED

Yes | No

A. } or MORE ASSIGNMENTS WITHIn 14 YEARS.
(DIFFERENT BRANCHES OR OFFICES) FOR
GENERALISTS; 2 OR MORE FOR TECHNICAL
SPECIALISTS.

B. ASSIGNMENT TO AGENCY COMPONENT WITHIN
6 YEARS (APPLICABLE TO GENERALISTS
ONLY) .

C. 2 YEARS OF PERSONNEL STAFF OR RESEARCH
wOrRK {OR COMPARABLE EXPERIENCE) BY END
oF 14TH vEAR.

*
JOB PROGRESSION NORMS IN CAREER SERVICE MODEL THAT SHOULD BE CONSIDERED FOR EMPLOYEE CONCERNED .
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IV. LEVEL OF KNOWLEDGE OF PERSONNEL WORK *
SR - ~ . .
I TEM SUPERVISOR SP PANEL‘ SUPERVISOR SP PANEL
i ; R S ? e e - -
13. PERSONNEL PoLlIcCIES, | j 17+ PERSONNEL STAFFING & T/0
PROCESSES & PROCEDURES L S ADMINISTRATION
14, PERSONNEL STAFF WORK OR | i 18. RecorDs & TRANSACTIONS
PLANNING L : 19. LINE PERSONNEL WORK ] .
15. BENEFITS & SERVICES - 20. PLACEMENT :
16, SALARY & POSITION ADMINIS-. 21, NON-PERSONNEL SUPPORT [
TRATION — - ACTIVITY ;
- . . . B R [ b i ;
22. EMPLOYEE'S STRONGEST KNOWLEDGE(S) IF " 23. EMPLOYEE'S WEAKEST KNOWLEDGE(S) IF APPLICABLE
APPLICABLE (NAME ONE OR TwO) ' (NaME ONE OR TWO)
— . IR ——
V. PERSONAL SKILLS AND ABILITIES *
STRONG [N SKILL | SUPERVISOR ' SP PANEL| STRONG IN SKILL ~ SUPERVISOR SP PANEL
- i i 1 . i R o
24, Responsiveness (1IN ! | 28. GETS THINGS DONE :
SUPPORTIVE ROLE TO AGENCY ‘ 29. MEETING DEADLINES :
OFFICIALS) 30. THOROUGHGO I NG {
25. EFFECTIVENESS IN PERSONAL 31. WRITING ABILITY
DEAL INGS 32. VERBAL EFFECTIVENESS
26. SELF RELIANCE 33+ PLEASING PERSONALITY
27. DRIVE ] 34. IMAGINATION & ORIGINALITY
: e ! SRS S
. . | e
35. EMPLOYEE)S STRONGEST PERSONAL SKILL(S) AND . 36, EMPLOYEE'S PERSONAL DEFICIENCIES, IF APPLICABLE
ATTRIBUTE(S) tF APPLICABLE {NAME ONE OR Two) f {NAME ONE OR TWO)
§ VI. MANAGERIAL SKILLS AND ABILITIES * !
‘ STRONG IN ITEM SUPERVISOR SP PANEL ; STRONG iN ITEM SUPERVISOR ISP PANEL "'
- | - ; e I S S
i 37. REPRESENTATION & : i 43. ANTICIPATION OF CONSE~-
COMMUNIJCAT | ON | QUENCES OF PROSPECTIVE ;
38. PLAN aHEAD o ACTION :
39. CAPACITY TO INFLUENCE ; L4, PERCEPTION OF THINGS THAT
OTHERS | NEED TO BE DONE |
40. SupERvISORY ABILITY 45, ABILITY TO DELEGATE
41. Decisiveness ! 46. EFFECTIVENESS IN OFFICE
42. MATURE JUDGMENT j MANAGEMENT )
. : i e A
h?. EMPLOYEE'S STRONGEST MANAGERIAL SKILL(S) - 48. EvPLOYEE!S WEAKEST MANAGERIAL skiLL(s) IF
IF APPLICABLE (NAME ONE OR TwO) APPL1cABLE {NAME ONE OR TwO)
13—21
2 -22 FILL IN EACH ITEM BY INSERTING THE LETTER BEST DESCRIBING THE EMPLOYEE'S KNOWLEDGE/SKILLS
37-

~ AVERAGE; NO
AVERAGE;

IMPROVEMENT NECESSARY.
IMPROVEMENT DESIRED.

-

mMooo>»

- BELOW AVERAGE; IMPROVYEMENT DESIRED.,

BeLow AVERAGE; NO IMPROVEMENT NECESSARY.

- ABOVE AVERAGE (IN RELATION TO PEERS OR SENIOR CAREER!STS)
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VIi. PERSONAL DEVELOPMENT SUGGESTIONS

(To BE COMPLETED BY SUPERVISOR ONLY)

49, IF ANY OF THE SKILLS OR KNOWLEDGES LISTED IN |V, V, AND VI WERE MARKED C OR E, INDICATE WHAT
SHOULD BE DONE |F AND WHEN |IMPROVEMENT IS FEASIBLE

SkiLL OR KNOWLEDGE CORRECTIVE ACTION PROPOSED
50. ASSIGNMENTS CONSIDERED NECESSARY FOR 51. ASSIGNMENTS THAT ARE CONSIDERED DESIRABLE.
EMPLOYEE'S DEVELOPMENT BUT NOT REQUIRED FOR EMPLOYEE'S DEVELOPMENT

PROPOSAL WHEN PROPOSAL WHEN

- -
52. FORMAL TRAINING CONSIDERED NECESSARY FOR 53. FORMAL TRAINING CONSIDERED DESIRABLE, BUT

EMPLOYEE!S DEVELOPMENT NOT REQUIRED FOR EMPLOYEE'S DEVELOPMENT

!

PROPOSAL ' WHEN PROPOSAL WHEN

5&. OTHER DEVELOPMENTAL ACTIONS CONSIDERED NECESSARY FOR EMPLOYEE'S DEVELOPMENT (E.G., SPECIAL
PROJECTS, SHORT~RANGE DETAILS, SHORT~-RANGE ROTATION IN ANOTHER SUPPORT SERVICE, OP ORIENTA=

TION, REGULAR ATTENDANCE, SP SKILLS PROGRAM)

NOTE: THE SP PANEL WILL CONSIDER THE SUPERVISOR!S SUGGESTEIONS IN DECIDING UPON SPECIFIC INDIVIDUAL
ACTIONS THAT SHOULD BE UNDERTAKEN FOR INDIVIDUAL CAREERISTS (FOR WHOM SOME INDIVIDUAL ACTION
OR ACTIONS ARE NECESSARY OR DESIRABLE ). DEVELOPMENTAL ACTionNS OF SP PANELS WikL BE COMMUNICATED
TO THE INDIVIDUALS AFFECTED AND THEIR SUPERVISORS BY THE CMO/OP. ORDINARILY, PANEL DECISIONS
WILL SPECIFY BOTH THE KIND OF AcTIon{sS) TO BE TAKEN AND THE TiIME FRAME(S) INVOLVED.

SUPERVISORS ARE ENCOURAGED TO DISCUSS TH!S GAP SHEET WI!TH INDIVIDUALS CONCERNED AFTER COM-
PLETING IT. |F AN SP CAREERIST WISHES TO COMMENT ON THE INFORMATION PROVIDED BY THE
SUPERVISOR OR TO EXPRESS HIS OWN INTEREST IN A PROSPECTIVE DEVELOPMENT ACTION COR ACTIONS,

HE IS INVITED TO DO SO ON A SEPARATE SHEET OF PAPER (KEYED TO THE ITEM OR ITEMS CONCERNED).
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Vill. PROMOTIONAL READINESS AND POTENTIAL

AS APPLICABLE)

ACTION DaTE
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55. CURRENT PROMOTIONAL READINESS 56. CAREER POTENTIAL TO REACH GS-15 orR ABOVE
) (PER CURRENT JUDGMENT)
NOW OR WITHIN ONE YEAR 1
ONE OR TWO YEARS L YeS i1
AFTER TWO YEARS 7 -
T L_l No -
NON=-PROMOTABLE (PER CURRENT L
JUDGMENT }
IX. POSITION(S) FOR WHICH EMPLOYEE SHOULD BE DEVELOPED AS A PROSPECTIVE REPLACEMENT
X. PERSONAL DEVELOPMENTAL ACTIONS
57. CORRECTIVE ACTIONS TO IMPROVE SKILLS OR ‘ 58. ASSIGNMENTS THAT SHOULD BE UNDERTAKEN
KNOWLEDGE, INCLUDING APPLICABLE iTEMS :
LISTED IN |V ¥}, :
AcTION WHEN ASSIGNMENT WHEN
e o
59+ OTR OR EXTERNAL TRAINING COURSES 60. OTHER DEVELOPMENTAL ACTIONS THAT SHOULD
BE UNDERTAKEN (E.G., SPECIAL PROJECTS,
ETC.)
Course WHEN ACTION WHEN
61. DUE DATES FOR PROGRESS REPORTS TO SP PANEL OR BOARD CONCERNING DEVELOPMENTAL ACTIONS
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STRONG EVALUATION IN FOLLOWING MANAGERIAL SKILLS

REPRESENTATI ONAL AND COMMUNICATING
SKILLS

PLANNING AHEAD

CAPACITY TO INFLUENCE OTHERS (sSuUB-
ORDINATES, PEERS, SUPERIORS)

SUPERVISORY SKILL {INCLUDING DEVELOP-
MENT OF SUBORDINATES; MAINTENANCE
MORALE AND LOYALTY)

DEC!SIVENESS

FAMILIARITY WITH PERSONNEL WORK

A,

B.

GOOD UNDERSTANDING OF FOLLOWING:
SUBSTANTIVE ASPECTS OF PERSONNEL ACTIVITIES

MATURE JUDGMENT

ANTICIPATION OF CONSEQUENCES OF PROSPECTIVE
ACT IONS

PERCEPTION OF THINGS THAT NEED TO BE DONE

ABILITY TO DELEGATE

EFFECTIVENESS IN MANAGEMENT OF OFFICE

CURRENT PERSONNEL OBJECTIVES, GOALS AND DEVELOPMENTS

PERSONNEL TRENDS AND FUTURE PROBLEMS

QUAL IFYING EXPERIENCE IN A MAJORITY OF FOLLOWING:

PERSONNEL RESEARCH/STAFF WORK
BENEFITS AND SERVICES

SALARY AND POSITION MGT.
PERSONNEL STAFFING

PERSONNEL TRANSACTIONS

RECORDS CONTROL AND MANAGEMENT
LINE PERSONNEL MGT. IN COMPONENTS

DESIRABLE EXPERIENCES {NOT NORMS)

OVERSEAS OPERATIONS AND SUPPORT
HEADQUARTERS ACTIVITIES RELATED TO PERSONNEL
TRAVEL )

PROCESSING MGT. (E.G., TRAINING, COVER,
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Career Service

Date

LIST OF EXECUTIVE DEVELOPMENT TRAINING AND ASSIGNMENT REQUIREMENTS

NAME OF EXECUTIVE
CANDIDATE TO BE
DEVELOPED

SUBSTANTIVE, MANAGERIAL AND PROFESSIONAL

JOB ASSIGNMENTS, EXPERIENCES AND ORIENTATIONS

TRAINING (WITHIN CAREER SERVICE, OTR, EXTERNAL,
COLLEGE, ETC.) AND OTHER DEVELOPMZNTAL ACTIONS

ACTION(S) AND PURPOSE($)

WHEN

ACTION(S) AND PURPOSE(S)

WHEN
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